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EXTRACT FROM
MINUTES OF DEPUTY DIRECTOR ( SUPPORT)
STAFF MEETING

10 April 1957

The Director desires that any correspondence prepared for his signa-
ture, in reply to letters he receives, be on his desk within twenty-Lfour
hours after he releases a letter for reply. This will require handcarry-
ing and expeditious action by each Office snd Staff Chief. Hewever,
exceptions may be requested for certain categories of correspendence or
specific letters requiring extensive processing for the preparation of
replies,
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6 February 1956
MEMORANDUM FOR: Deputy Director (Plans)
Deputy Director (Intelligence)
Deputy Director (Support)
Inspector General
Special Assistant to the Director
for Planning and Coordination

1. The instructions contained in thils memorandum are in addition
to those contained in my memorandum of 23 December 1955.

2. The increasing amount of material coming to the DCI and DDCI
mekes it mandatory that measures be taken to permit more rapid reeding
and action where possible.

3. In the future, all memorends submitted to the DCI or D#CI
should open with & sentence similar to one of the three below:

a. "This memorandum is for information only; particular
reference is made to paragraphs R ' .

b. "This memorandum suggests action on the part of the
DCI (or DDCI). Such requested action is contained
in parsgraph oM

¢. "This memorandum submits 2 recomuendation for your
approval. Such recommendation is contained in

paragraph o

4, Memoranda submitted in conformity with my memorandum of
23 December should show on the same sheet as it is re-
quested the ICI (or DDCI) sign, the concurrence of the
Deputy corcerned, and appropriate officers subordinate
to him. This requirement does not, of course, apply to
memoranda or letters prepared for DCI (or DDCI) signature
for transmittal outside of the Agency. In this latter
case, the concurrence is indicated on a carbon copy.

25X1A9A

Executive Assistant
to the Director
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PREPARATION OF TOP SECRET CORRESPONDENCE

/o(PM

. Top Secret information must be protected from the instant

‘ s prepared., ' This rule applies to material in the draft stage

‘ as well as final copies. As soon as the defense ¢lassification
Top Secret is assigned, all precautions and controls for safeguard-
ing the material must be followed. Stenographic and clerical per-
sonnel have a singularly important responsibility in this respect
since they initiate the meke-up of Top Secret documents. Without
exception, they should always be sure that all Top Secret documents

‘ received by their office or transferred from their custody are
always legged by the Area Top Secret Control Officer, who is avail-
able to help and advise on any Top Secret matter.

Lo%‘m. The format for Top Secret correspondence is generally the
same as that prescribed in preceding chapters except as hereinafter
described,

a. Top §ecre3 Control Mer - Obtain a Top Secret control number
om your Area Top Secret Control Officer. Type "CIA Control
No.__ " in the lower right corner, about an inch and a nalf
from the bottom of the page.

‘ b. Stg%e of grgga.ratio%l - Enter the stage of preparation immedi-
ately below the control number (which will remain the same
through all stages). These stages are:

‘ %¥) Draft - Indicate whether "lst Draft," "24 Draft," etc.
M %&@ - The first run of a document in final form is

ndicated as "Final-A." Successive runs without change
are ldentified as "Final-B," "Final-C," etc.

ﬁ) Reyisi - Changes' in the content of a basic document are
wn as "lst Revision," "2d4 Revision," etc.

c. Cg;z Number - Enter "Copy No. _of " immediately below the
tage of preparation.

| .
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Identification markings a, b, and c above thus will appear as a
group in the lower right corner of every page of each copy. A
typical grouping would appear as:

CIA Control No. 023456
Final-A
Copy No. 5 of 6

y# " Page Numbering. Enter "Page No. of " at the bottom of each

ente sbout 5w 3/4" from the lower edge, allowing suf-
ficient room below for the Defense Classification ( a.nd control

statement, if used). . .,,0._,&*,!:».‘,«
\ff@' Eh‘lclEos:&Ves; ;m /“"3‘*“'

a. Listing Enclosurgs

(1) Enclosures which are unelesebbiecd—er classif% ed through Lot

1 a zﬁzw‘ A T
MM“'O

fﬁf{?wtedb | AT %+ O"*";u’d".

(2) Top Secret enclosures are listed in the ?ollowing

Enclosures‘
1. CIA TS Control No. 123456, 1st Revision,
Copy No. 2
2. CIA TS Control No. 09871:, Final-A,
Copy No. 6

b. Edentifxi% Enclosures - Each enclosure to a Top Secret document
11 be 1dentified on each page in the lower right corner as
follows: -
"Enclosure No, _ to CIA TS Control No. "

Every page of each enclosure will be paginated as "Page No.__
of " at the bottom in the center about % 3/4" from the
lower edge.
If the enclosure is a Top Secret document, enter "Enclosure
No.____to CIA TS Control No.__ " above the TS control identifica-

tion markings already appearing in the lower right corner of
each page.
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209+ Distribution. The distribution of the original and copies of Top
“Secret correspondence 1s shown on all copies retained in the Agency.
To indicate this distribution, type the word "Distribution" flush
with the left margin, two lines below the last line of the memo-
randum or letter ( '
Lishdngle.. Immediately below the word "Distribution" list the re-
. cipients of the original and each copy of the correspondence. For
‘o example:

Distribution:
Copy No. 1 and 2 - Addressee
3 - ¢c/YY
— 4 - c/zz
5 - ¢/XX
6 - RI

D
-0, Secret Control. After Top Secret correspondence has been pre-
éarea, all controls Tor Top Secret material must be initiated. Con-
’T\ sult your Area Top Secret Control Officer for the proper procedure
/ to be followed.

—~
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REVIEW, CONCURRENCES, APPROVALS, AND SIGNING AUTHORITY

,//zﬁfﬁ Indicating Review and Concurrences

a.

Ipndicating Review on Official File Copy - Officials other than
the originafor shal} indicate Thelr review by initialing above
their organizational designation at the bottom of the .yellow

official file copy. : The date of initialing should also be ‘
shown. The originator will initial over his typed name.

Indicating Concurrences as an Integral Part of a Memorandum
- Concurrences may be indicated on the original and
11 coples of memorandums which will not leave the Agency, when

it is desired that concurrences be made an integral part of the
correspondence. This method is particularly desirable when
considerable coordimation or concurrence is necessary outside
the originating office, or when the signing officlal or the
recipient of the meworandum may desire a record of concur- .
rences by the officials' surnames and titles.

To provide for these signatures; type the word "CONCURRENCES"
flush with the left margin four spaces below the signature line.
Beginning lines below the word ""CONCURRENCES" even with the
left margin, type a‘solid line for the signature of the official
from whom concurrence is desired. Beneath this line type the
official's title. To the right of the signature line type a
solid line for the date. Type the word "Date" beneath this

line. Repeat this E.rra.ngement for each concurring signaég:e )
desired. Leave s#x spaces between each signature line. 4*2§3**

the Deputy U ' al Intelligence may know who has
prepared and concurred in-correspondence for their signatures,
one of the two copies forwarded-for retention in thelir files will
bear the signature and title of the eriginator and each con-
curring officer. The originator's and concurring officials’
signatures should be identified by the words "ORIGINATED BY" and
"OONCURRENCES" respectively. The second copy for retention in
the files of the DCI or DDCI and all other Agency copies need
not bear the signatures of the originator and concurring of-
ficials., Their typewritten names will suffice.

-15-
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CORRESPONDENCE - GENERAL
—May—3555—

7';3K£ Tndicating Approval as an Integral Part of a Memorandum (FirtpTt 2)
o, - ens R

&.

| ST S St T WISy W TYSEN

To eliminate preparing gdditional correspondence at approving
levels, a space for the approving official's signature may be
provided on the original and all copies of & memorandum which
will not leave the Agericy. An approval'line is indicated by
the word "APPROVED" in all caps begun one or two spaces to the
right of the center of the page, and six spaces below the last
signature line. Two or three spaces to the right of "APPROVED"
and on the same line type a solid line for the date. Center the
word "Date" beneath the line. Six spaces below the date line
and centered with respect to it, type in the approving officlal's
e in all caps. Center his title beneath in initial caps only.
= I A . . )
Consider the following requirements when an approval line is
used:

(1) 1In eddition to the original (which 4s usually returned to
the originating official for necessary action) prepare a
copy for retention by the aspproving official. Furnish two
copies if the approving official is the Director or one of
his Deputies.

(2) Action of the approving official shall be indicated on all
coples. !

(3) Under no circumstances will information or file copies be
distributed until action has been taken by the approving
official. ‘

.2> [24: Rgsggnsibality for Rgview and Concurrences

a. M Tt 1is the originating official's respdpsi-
bility to secure ail g:cessary review and concurrences within\-

his organizational element, and to provide adequate routing of*
the correspondence to iother offices for concurrence. "Provide .
adequate routing" includes a review of the assembled correspond-
ence to ensure that routing slips bear the names of every office
concerned :

b. /W@Beviewing officials shall sign or initial
originals or copies in the spaces provided. Qualifled concur-

rences or nonconcurrences likewise shall be indicated, and the
reasons therefor typed to the right of the official's signature

-16-
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on the original and all copies of memorandums.éeeepébed—én

j§§E. The reviewing official will also ensure that the copy for

his office is not removed from the correspondence assembly since
the memorandum is not an official document until signed. The
copy for his office will be forwarded from the office of the
signing official if the wemorandum becomes official.

It is the responsibility of secretaries at con-
curring levels to type the names of concurring officials, the
date action was taken, Bnd any notations of conturrence or
qualified concurrence to each copy of a memorandum that will not
leave the Agency. The concurring official's signature shall be
indicated above his title in the following manner:

/s/ 25X1A9A

Director ofm/

ﬁLagfl Authority to Sign Correspondenge. The authority to sign for the
ector of Central Intelligence has been delegated by the Director
to certain Agency officials, Other authorizations to sign cor-
respondence have been delegated at Deputy Director, Assistant

Director, Office Chlef, and subordinate levels. The following
general rules apply: '

8.

Correspondence addressed horizontally shall be signed by an
official at the same level as that of the addressee, or by a
person to whom authority has been delegated

Correspondence directed upward shall be signed by or directed
through the chief of the element immediately below that of the
official to whom addressed.

Correspondence directed downward shall be signed by or directed
through the chief of the element immediately above that of the
official to whom addressed.

-17-
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May 1955

b
s 'a”";;// ‘.

3 WWMW;&;
ER N T

It is therefore Xe ommended that the verbal agreement described (o
_ _herein be cpncludid officially.__ _ _

5 SPACES

1 o BRSOV
“Gnlet, Management Staff

4 SPACES
CONCURFENCES:. _ _ - memmm == .
’ .
L ——
T -
¢ | Director of Seausdby Iﬂzpam Date
TP
< i ——
-2 Geners) Couosel Date
e al
APPROVED:
Date
- T upfILEY

TN
»F
A SPACES BETWEEN

Deputy Dgrector

EACH SIGNATURE LINE
) (g-m-')

Dpistribution:
Orig. and 2 - Addressee
1 - D/#

1 - OGC
1 - c/ugts
-

CONCURRENCES

-18-
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AND APPROVAL WITHIN A MEMORANDUM
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ASSEMBLING AND FORWARDING CORRESPONDENCE

(/ Sewktomk .
MATERTALS FOR ASSEMBLING AND FORWARDING CORRESPONDENCE

/ ¥$. Corres ence Asgembly Reference Tab, Form 16 This form is
an Invaluable aid to ofTicla view ¢ [} ence., It is
particularly helpful when correspondence is bulky or is to be
reviewved for concurrence or approval by deveral officials.

OFFICIAL
FILE ,
COPY
~ 38
' 2
-~ IHNLYNDIS @ (39
] \ JR—— -
CONCUR
TVAONIY

OFFICIAL
FILE
COPY

€91 wind

FANLVYNOIS

~HNEEe-

Reference tabs are des:lgned for repeated use. They are attached

with paper cl%: sl:j:vn. -~ ansm

“ Syt e, =
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Chapter VI

ASSEMBLING AND FORWARDING CORRESPONDENCE

Section A.

MATERIALS FOR ASSEMBLING AND FORWARDING CORRESPONDENCE

119. Correspcndence Assembly Reéference Tab, Form MNgg 163. This form is

an invaluable aid to officials reviewing correspondence., It is
particulaxly helpful when correspondence is bulky or is to be re-
viewed for\concurrence or approval by several officilals.

\

\

\

A
S¥3dvd N CORRESPOMDENCE ASSEMBLY REFERENCE TAB

BN | LYOddAS \ 51GNATURE
ONY Ad0D . Trers. 163
14 WD 440
\
kY
\\
\s
\

CONCUR

SIZE - 1" x 9"

""""""""""""""""" T &
SIGNATURE |

EXHIBIT 8

Reference tabs are designed for repeated use. They are attached with

paper clips ss shown in Exhibit 8. If the cover of an enclosure is

-59~
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CORRESPONDENCE - GENERAL

-

a. Priority Tag, Fom? 160 -~ This form aids in expediting the
¢ Toutin cessing of correspondence whenever other than

routine hendling is required. The tag is pipmk, size 3" x 11*
and is reusable, ML ’

-60-
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e 4

® 24l - This slip is used for trans-

25X1
3. Transmittal Slip, Form Y,
m correspondence and other material within Headquarters
when only one addregsee per document is involved,
e
DATE
TRANSMITTAL SLIP
TO:
I
ROOM NO. BUILDING
REMARKS
FROM:
r\,
ROOM NO. BUILDING EXTENSION
e 241 o e e
SAME SIZE AS SHOWN
I

-61-

CONFIDENTIAL

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200190006-7

25X1




25X1

Approved For Release %%%%108126 : CIA-RDP74-00005R000200190006-7

IDENTIAL
-25X1
: N
CORRESPONDENCE - GENERAL
. —=nd
?l ’ or¥espondepce or other material routedin con-
secutlve order to two or more parties in Headquarters 18 trans- C
mitted by an Official Routing Slip. ) . :
? SENDER WILL CHECK CLASSIFICATION TOP AND BOTTOM .
V | UNCLASSIFIED |- | CONFIDENTIAL | | SECRET ™
CENTRAL JNTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP
TO NAME AND ADDRESS INITIALS DATE
1 N
2
3
4
5 N
6
ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE INFORMATION SIGNATURE
Remarks: . \
FOLD HERE TO RETURN TO SENDER ;l T I |
FROM: NAME. ADDRESS AND PHONE NO. DATE N
]| UNCLASSIFIED | . | CONFIDENTIAL | SECRET
(40)
‘?P.l?.'; 237 wm r“m GOVERNMENT PRINTING OFFICE : 1955—O-34253
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>

5IQ Document Control Form 238 - This six-part form is designed to ' . -
provide intraoffice mall control when the volume of correspond-
ence Justifies using control measures. Generally other trans-
mittal or routing slipe are unnecessary when this form 1s used.

Siakfay o

ENTED BY NCR CO. MC SRESHR & WERNER, HIC., WASNINGTON 9, D.C.

. REPLAGCES FORM B5-1 : (i
ooy ae 238 eriaces rome pe. DOCUMENT CONTROL ‘*
i SEC. CL.| ORIGIN " CONTROL NO. !
DATE OF DOC.| DATE REC'D | DATE OUT SUSPENSE DATE | CROBS REFERENCE OR ‘
POINT OF FILING
TO : ’
FROM ROUTING S4F
SUBJ
g
~ | ; |
SOURIEN NO. ANswERED NG REPLY 1 I&
By

.

-63-
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CORRESPONDENCE - GENERAL

- This six<part form is designed to provide intra-

office i1 control ‘when the volume

of correspondence justifies

using control measures. Generally other transmittal or routing
slips are unnecessary when this form is used.

m, . E CLASS ORIGIN : FILE NO. §
DATE OF MAT. : DATE REC'D | DATE OUT ROUTING CROSS REFERENCE
_ROUTING TUME
L___
E
T
rie: <@ FILE AND ROUTING SLIP e 1
w3
DEFER ACTION UNTIL ANSWERED NO REPLY COURIER NO.
remne gt FILE AND ROUTING SLIP oo 2
ME
T
me2rw8:1  FILE AND ROUTING SLIP oo ﬁ:
E
T
e SmeT FILE AND ROUTING SLIP o 4
ME
T
R 887t ;  FILE AND ROUTING SLIP oo 5
rSwé se-t  FILE AND ROUTING SLIP e |6
-63- EXHIBIT 12
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bfo.. e
;. Routing and Record gheet, @mﬁalfw.&nw W
- The ;extent of review and concurrence in offices :
through which corregpondence may pass is often indefinite. .-
Therefore, for correspondence of more than a routine nature,
provision should be.made for extended routing. Routing and
Record Sheet serves this purpose. 1In addition, "it provides

Pt g, a protective coverihg over the original. offictal's phone .
*  extensien_as wel offic signation and rosgy numbeéx shquld _
be ShOWli‘lno}ﬁhs Rou and Reco h W e.

UNCLASSIFIED . CONFIDENTIAL SECRET
! ROUTING AND RECORD SHEET _~
INSTRUCTIONS: Officer designations should be used in the “TO*' column. Under each comment a fine should be drawn across sheet
and each comment numbered 10 cherespond with the number in the " TO" column, Each officer ahould initial (check mark insufficient)
before further routing. This Rofting and Record Sheet should be returned to Registry.
FROM Ml TELEPHONE| NC.
€ .
® DATE. IS e,
. DATE '
) Rog™ s s RS |rerepvione COMMENTS
1.
2
s ” \ b
4.
.
..
1.
..
..
1.
n.
2. \
"
.
"
(vw 51-10 TR SE CONFIDENTIAL UNCLASSIFIED
L (48]
H
, -6k
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